


Welcome!

This training is designed to help you use the electronic Job
Content Questionnaire (JCQ). The JCQ is the form all state
employees will complete for the PLANS project. It is
designed to help employees share information about their
current job duties.

As an Agency HR Representative, you will use the
electronic JCQ to review the Individual and Group JCQs
submitted by your employees and their supervisors. You
will do all of your JCQ reviews electronically.
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In the Agency role, you can access the electronic JCQ in two different ways. Either way,
you will be prompted to log in. How you log in depends on your domain. If your email
address ends in @wv.gov, you are on the executive domain. If your email address
does not end in @wv.gov, you are on the resource domain. Slideshows demonstrating
how to log in for each domain are available on the PLANS website.
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Purpose of This Session

Please select one of the following options.
- Complete my own individual Job Content Questionnaire (1CQ)
Data Entry for group or individual paper 1CQ
Supervisor review a submitted JCQ
Agency
Dop
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After you log in, the first page you will see is titled Purpose of this Session. Choose the
fourth radio button, “Agency”. Then click Continue.




€ nhttps:/iprojecttrack.wv.zoviproject/pds/_layouts/app/JCOWebForm.aspx?Home=1 - Windows Internet Explorer
IS

- |§‘ https:ffprojecttrack. vy . gowfprojectipds/_lavoutsfapp/ICOwiebForm, aspx?Home=1
File  Edit  Wiew

Favorites  Tools  Help

==k
M8

ol

f:? "1'% I"_',éhtt|:-s:J',fprc-jecttrack.wv.gov,l'prc-ject,l'pds,l'_lavc-uts,l’ap... l ‘

fh- B

- . »
i v |k Page v ik Tools -

rs

_—~"—__ Division of Personnel
WESLVIIGINIG 1 ¢ ontent Questionnaire 116G)

gency Human Resource/Agency Designee Menu
Please select one of the following options.
i

Agency approve a submitted 1CQ

- Sort in Agency JCQ Repository
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You will then arrive at a submenu. Choose the first radio button, “Agency approve a
submitted JCQ”. Then click Continue.
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Welcome to the data collection site for PLANS. PLANS is the project we
are conducting to update and modernize our Classification and
Compensation Plan. We are collaborating on this project with the
HayGroup®, a global management consulting firm specializing in human
resource consulting services. The key objectives of this project are (1)
to ensure that our Classification Plan accurately organizes and describes
the jobs in State government; and (2) to ensure that our Compensation
Plan is internally fair and externally competitive.

We are collecting job content information from all classified and
classified-exempt employees in the Executive Branch of State
government to make sure our Classification Plan is accurate and up to
date. Your participation in this part of the projectis critical. As you go
through this Job Content Questionnaire (JCQ), please think about the
duties and responsibilities of your position and answer the questions
completely and accurately. The information you provide will be the basis
for determining how your position fits within our updated Classification
Plan.

Thank you for your time and cooperation in this important project
Please visit our project website http://www.plans.wv.gov/ for more
information or to check on our progress.
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Next you will see the Welcome screen. Read the information provided, and click
Continue when you are done. If you do not see the Continue button at first, scroll
down until it becomes visible.
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Agency Human Resourcef Agency Designee Instructions

After recelving a completed Job Content Questionnalre, caretully review the document for
Accuracy and complteness. You may NOT changs any information the employ a2 o supervisor

provided.

Complats the Agency Human Resourcef Agency Designes Approval Saction with Information
based upon the pemanently assigned duties of the positon. Do not Induds duties assigned as
part of a temporary upgrade. Indicate any duties listed that are of 3 temporary naturs in the
Agency Human Resources/ Agency Designes Approval Section.

Provide any additional information or clarification in the Agency Human Resource/ Agency
Designes Approval Section of the 10G .

A Navigational Bar can b2 found an the keft-hand column of 2ach screen. You can use this area
to:

Ratum to thess Instructions
Wiew other sections of the 100

¥ou can print the J00 document at any time, howavar, any printed varsion of 3 JCQ ks a
convenience Copy and ks not the officlal submitted 300 .

Save your work often by clicking the Save button
To 2dit yOUT ISSPOnsS On 3 PEVious screan, click the Back button

¥ou may continue to make revisions to the Agency Human Resources/Agency Designes
Approval Section of the J0Q untll the time you submit It

Once you have completed the Agency Human Resources/Agency Deslgnee Approval Section of
the JCQ. you may print 3 Copy Tor your records.

‘Oncz you click the Submit button, you Cannot revise, view, or print the J00.

‘Oncz you click the Submit button your portion of the 100 ks locked and MO ONE can changs your
TESLONSE.

After submitting the 1CQ you will reoeive a confiMmatien page varlfying the JCQ has bean
succasstully submitted. You may print this pags for your records.

Submiltting the completed 300 will Jutomatically send It to th next kevel for prooessing.

When completing the JCQ. It ls recommendad that you use the supplemental instructional guide
on how to compiete 3 JOQ. which ks avallable 3t www. plans v gov. Tt may answarmany of
Vour gquastions on how to respond to ltems onthe 100

To 2xit 3 session. click the log off button
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Next you will see the Agency HR Instructions page. Carefully read the instructions.
When you are ready to start reviewing JCQs, click the Continue button at the bottom
of the page, or click the JCQ Queue link on the side of the page. Clicking either of

these will take you to your Agency Queue.




EmployeeName UniqueEmployeelD AgencyName ] fication UnitCode
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The Agency Queue lists all the JCQs that are ready for your review. Click on the file
name as shown to open a JCQ. JCQs will remain in your queue until submitted, so if
you start reviewing a JCQ but do not submit it, it will still be listed here.

Keep in mind that all JCQs for which you are a primary Agency HR Designee OR backup
Agency HR Designee will be listed, so there may be more JCQs in your queue than you
expected. Follow any internal agency instructions on which JCQs you should review.
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Printable JCQ Log Off
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In the center of each JCQ page is the question(s) for that JCQ Part. The system will not
allow you to modify or delete what the employee has entered as you complete your
review of the JCQ.

On the left-hand side of the JCQ form, there is a navigation menu. Click on a JCQ Part
to be taken to that page. On the right-hand side, there is a link to the PLANS Project
website. The website contains sample JCQs as well as FAQs and supplemental
information that will help you with the JCQ. It is recommended that you use these
materials as you complete your review of the form.



Printable JCQ Log Off

For form content questions, contact Division of Personnel at 304-558-3950, ext.57230
For technical assistance, contact the Office of Technology Service Desk at 304-553-9066 or 1-377-558-0066

At the bottom of each page of the JCQ are a number of buttons you can use to
navigate through the JCQ.

*“Back” takes you to the previous page.

*“Continue” takes you to the next page.

*“Save” saves your work. It is recommended that you click the Save button frequently
while completing your review of a JCQ so that you do not lose any work should an
error occur.

*“Log Off” will take you out of the system. If you need to stop reviewing a JCQ before
you are finished, use this button to exit the JCQ system. You can then log back in at a
later time to finish the JCQ. To resume work on a JCQ, open your queue and select the
JCQ you want, as shown previously.

*“Printable JCQ” will open a copy of the JCQ in a separate window, which you can then
print. If you have trouble printing, make sure your pop-up blocker is turned off. Also,
the printable JCQ frequently loads behind the active window, so please check your
toolbar at the bottom of your screen.
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By clicking the 'Submit' button, I certify this is my electronic signature and that all the information
provided in this JCQ is true and complete to the best of my knowledge. I understand that providing
any false information may be grounds for disciplinary action. I further certify that I am the individual
who personally supplied the information in the Agency Human Resources/Agency's Designee Approver
portion of the JCQ.

Name Time and date stamp

Agentv HR/Designee 5|!|l|at||r1 * 2010-10-25T14:56:43
Brint Form X
Log Off Email

Have you printed a copy for your records? You will not be able to view,
revise, or print the JCQ after submitting.

Printable 1CQ Log Off

We have found the following errors on your JCQ.

HR/Agency Approval - Explain in Detail Text
Agency Human Resource/Agency Designee Signature Page - Please enter a name
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When you click Submit on the Agency HR Signature page of the JCQ, an error message
will display at the bottom of the screen if you have not answered the question in the
Agency HR Approval Section. You must provide the needed information indicated
before you may continue. The error message will display until you click Submit again.
When you have provided all required information, you may proceed.
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Part 1 - Personal Dats

Part 4 - GI - Principal Challenges
Bart 4 - GI - Authority and Responsibility
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Part 4 - GI - Key Contacts

Part 4 - GI - Fi ncial Responsibilities - -
s- s Agency Human Resource/Agency Designee Signature

By clicking the 'Submit' button, I certify this is my electronic signature and that all the information
provided in this JCQ is true and complete to the best of my knowledge. I understand that providing
any false information may be grounds for disciplinary action. I further certify that I am the individual
who personally supplied the information in the Agency Human Resources/Agency's Designee Approver
portion of the 1CQ.
Name Time and date stamp
" 2010-10-25T1: 43
Erint Form
Log Off Email Phone (example: 9

Have you printed a copy for your records? You will not be able to view,
revise, or print the JCQ after submitting.

istart. @€  [Ecost. [@nmen. Do o, [Exeuk. 0 ECH 0 [ EERTN 8065l bED €50 w2

When the Agency HR Approval Section of the JCQ is complete, you may submit the
JCQ. By clicking Submit on the Agency HR Signature page, you are submitting the JCQ.
Once you have submitted the JCQ, you will NOT be able to open or view it again.
Therefore, you must make sure you have no more changes before you submit. Itis
recommended that you print a copy of the JCQ for your records before submitting it.
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When you submit the JCQ you have reviewed, you will receive a confirmation page.
You may print this for your records by clicking the Print button.

The confirmation page will appear in a new window. Please make sure your pop-up
blocker is off before you click Submit on the Supervisor Signature page; if your pop-up
blocker is on, you will not receive the confirmation page. If you do not see the

confirmation page, check your toolbar at the bottom of your screen; the page may
have loaded behind your active window.
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If you leave the JCQ open and unattended for a period of time (about an hour), you
will receive the error shown above. Do not be alarmed. This is a security measure
designed to help prevent other employees from being able to access the JCQs you are
reviewing. If you get this error, simply close your browser, re-open it, and log into the
JCQ system again. If you did not click the Save button before leaving your computer,
you will probably lose the information on the page you were working on, but you
should not lose all of your work on the JCQ.

IT 1S STRONGLY RECOMMENDED THAT YOU CLICK THE SAVE BUTTON FREQUENTLY
AND LOG OUT OF THE JCQ SYSTEM BEFORE LEAVING YOUR COMPUTER UNATTENDED.



For questions on how to complete the form,
please contact the Division of Personnel at

(304) 558-3950 extension 57239 or send an
email to DOP.PLANS@w\v.gov.

For technical questions, please call the Office of
Technology Help Desk at (304) 558-9966 or

1-877-558-9966.



